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APPROVING/ DENYING TIME OFF 

Click on the “My Time Off Approvals” on your Administrative Access homepage 
 (Menu/Time Off/My Time Off Approvals)  
 
 
You will see a list of all time off waiting for your approval, click on “Approve/Deny” 
 
 
 
 
 
 
Click on “Approve” or “Deny” 
 
 
 
 
 
 
 
 
 
 
 
 
If submitting a denial, you will need to add a comment 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on “Resume 
Later” if you need to  
cancel and get back 
to your list 


